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6. Division and Office Function What is the  function of the Division and the Office in which this r e a d  series is created? 
The Mental Handicaps U n i t ,  Program for Exceptional Children, includes the areas  of educable 
mentally retarded, t ra inable  mentally relarded, severe'ly mentally retarded, spec i f ic  
learning d i s a b i l i t i e s ,  behavior disorders and diagnostic and resident ia l  prugr%rning fo r  
severely handicapped. U n i t  s t a f f  are responsible fo r  p r o v i d i n g  technical assistance t o  
local education agencies i n  the ident i f ica t ion  of e l igible  children and youth, development 
of appropriate educational programs w i t h i n  the least r e s t r i c t i v e  environment, i n  addition 
t o  providing assistance i n  identifying loca l ,  regional and s t a t e  resources fo r  offering a 
to t a l  education program for e l i g i b l e  mentally handicapped students 5-18 years o f  age. 

7. Record Serm Description This file contains the following documents (include form numbersand titles, i f m y ) :  
Attach samples of the file. d 

DocumenUrelatingto: Providing technical ass is tance i n  educable mentally retarded, trai$.de 
mentally retarded, severely mentally retarded, specific learning d i s a b i l i t i e s ,  behavior 
disorders and residential programing f o r  severely handicapped. 

cob-espondence, SDE statewide and selected superintendents correspondence, Resource 
Manuals, curriculum guides ,  etc.  

lnduded are: Subject area f i l es ,  correspondence t o  and from system personnel, general 

8. Monthly Reference Rm 
One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenw-four months old 

twenty-five months and older - 7 t- 9. Annual Rate of Ammulation of Rearrda 



3etsntion Requirements The following requires the series to be kept: 

a. StateLss, -years. d. Audit period years. 

c Federallaw 5 Years. f. Federal retention instructions -wars. 

Attach copy or exert  of laws or regulations. Explain administrative need. 

b. Statute of limitation years. c. Administrative need 3 y c a r s .  

I 
45CFR100b.734 
P.L. 93-380, Sect .510 

12. Approued Disposition Instructions This agency recommends that the f i le series be cut off at the end of each: 
0 Calendar Year; Ig Fiscal Year; Other then. 

dl Hold in the current files area mon*(rl 3 year(r1;then 

0 Transfer to local holding area; hold 
d Transfer to State Remrds Center: hold --year(s): then 

Transfer to State Archives for permanent retention. 

year(s); then 

r bmOy. 

0 Other lS~=iWl 

These instructions apply to a11 p' 

Recommendations in para- 
qaph 12 are approved. ' 

(If dispproved. wrrad, k m  


